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Slide 1 - Splash

Creating Cross-Document Hyperlinks in CM/ECF i Animation

Electronic Learning Module Version 1.0

Appellate CM/ECF Version 2.0

Production Information:
\ ~ |Produced for the Appellate Courts by AQ-OIT-
S SDSD-TB

- b ) - — 1> 2a Y I ~ [duly 1, 2008

Slide notes

Welcome to the lesson on creating cross-document hyperlinks. The purpose of this lesson is to show you how to create hyperlinks to CM/ECF documents
within other documents.
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Slide 2 - Navigation

Navigation Instructions

In order to closely simulate the various applications, each screen in this lesson will contain instructions for
you to follow that mimic the actual software. Follow those instructions to progress through the lesson.

You may also use the playback controls at the of reen. You may move forward or back and
u may rewi he beginning of the le: ' ) he progress indicator bar forward or
| y button. If you pause the lesson, click

Slide notes

Here are the instructions on how to navigate through this electronic learning module. When you're ready to begin, click the Start button.
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Slide 3 - Objectives

Scenario and Objectives

In this lesson, we will simulate you working on a brief in an
appellate case in you want to cre

areference, or
Court case.

Slide notes

Here are the scenario and objectives for this lesson. These are the things you will be able to do when you complete it. Click the Continue button when
you're ready.
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Slide 4 - Locate

Slide notes

(Note: This is a transition slide.)
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Slide 5 - Docket Report

OED Docket Repo 050 erne plore k|
File — Edit View Favorites  Tools  Help ;,'
: Qback - © - N A | Psoearch & 5 : pddress .g‘] https:,uecf.moed.usco:rts.gov;cgi-binjakmpt.pl?105583850264401-L_923_u-1 _vj ' GO
2
APPEAT, FULLCON
U.5. District Cowmt
Eastern District of Missowri (LIVE) (S¢. Louis)
CIVIL DOCKET FOR CASE #: 4:05-¢v-00698-TCM
Coffinan et al v. Blunt et al Date Filed: 04/25%/2005
Aasigned to; Mag Judge Thomas ©. Mumrmert, I ury Demand: Mone
Cause: 42:1983 Crvil Rights Act Press Page Down key. Na.tur{e nguit: 440 Cril R._ights: Other
Tunsdiction: Federal Question
Plamaff
Lary Coffinan represented by Larry Coffiman
Missourt Departrnent of Wental Health
Missourt Sexual Offender Treatment Center
1016 W. Columbia
Farmington, MO 63640
FRO ZE
Plamtff
Theodore Ginmery represented by Theodore Gimnery
#33326
MsoTe ] v
JE:I Done é ‘ Internet
Slide notes

We've already logged in to PACER and run the docket report for the District Court case. The document we want to refer to in our brief is document number
9 in this case. To get down to document number 9, press the Page Down key on your keyboard several times.
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© File Edit \View Favorites Tools  Help

: Qback - © - N A | Psoearch & 5

| Address :%J] https: ffecf.moed. uscourts, govfcgi-binfDktRpt. pl? L 0S538850264401-L_923_0-1

L
ll’

v_! Go

Theodore Ginnery

W
Defendant

Matt Blunt
TERMINATED: 0351 520086

represented by Theodore Ginnery

#3H326

MIOTC

Mizzsoun Sexual Offender Treatment Center
1016 "W, Columbia

Farmington, MO 63640

FRO SE

Fress Page Down ley.

Gail Vasterling

ATTORMEY GENEEAL OF MIS30OURI
ALssistant Attorney General

221 W, High Street

E.O. Box 839

Jefferson City, IO 65102-089%
573-751-3321

Fa: 573-751-87596

Email: gal vastetling@ago.me. gov

LEAD ATTORNEY

ATTORNEY TO BE NOTICED

Joshua IN. Wortlington
ATTOENEY GENEEAT OF MISZ0OTRI

2:[ Done

é G Internet

Slide notes

(Note: This is a transition slide.)
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© File Edit \View Favorites Tools  Help
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2 Search &) | @

L
ll’

| Address :%J] https: ffecf.moed. uscourts, govfcgi-binfDktRpt. pl? L 0S538850264401-L_923_0-1

v_! Go

Joshua IN. Wortlungton

ATTORMEY GENEEAL OF MIS30OURI
PO Box 861

St. Lows, MO 63188

314-340-7861

Fax: 314-340-7025

Ematl: Tostma Worthington@ago.me. gow
LEAD ATTORNEY

ATTORNEY TO BE NOTICED

Fress Page Down ley.

Deborah Bell Yates

ATLAETATE INSURANCE COMPANY
12140 Woodcrest Executive Dinve

2t Louis, MO 63141

314-542-5042

Fax: 314-542-0114

Email: Deborah. Yates@allstate. com
TERMINATED: 0471002000

Denise LeAnne Thomas

ATTORMEY GEMNERAL OF MISZOTERI
815 Ohve Street

Suite 200

=t Louts, MO 63101
314-34N-7RA1

2:[ Done

é G Internet

Slide notes

(Note: This is a transition slide.)
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© File Edit \View Favorites Tools  Help

Qe - ©O-R @ G

2 Search &) | @

L
ll’

| Address :%J] https: ffecf.moed. uscourts, govfcgi-binfDktRpt. pl? L 0S538850264401-L_923_0-1

v_! Go

[ RN | AT = b = =

Suite 200

3t Louis, MO 63101
314-340-7861

Fae 314-340-7029

Email: demise thomas@agoe. meo.gov
TERMINATED: I O¥1 52000

Paul C. Evans
ATTORMEY GEMERATL OF MISSOTURI

Fress Page Down ley.

P.O. Box 861
=t Louts, MO 63188

314-340-7861

Fax: 314-340-7020
Email: paul evansi@ago.mo. gov
TERMINATED: 101252007

Defendant

Limnda Meade represented by Joshua N. Worthington
{(See above for address)
LEAD ATTORNEY
ATTORNEY TO BE NOTICED
Deborah Bell Yates
{See above for address)
TERMINATED: 04/ 2008 v

2:[ Done é G Internet
Slide notes

(Note: This is a transition slide.)
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| Address :%J] https: ffecf.moed. uscourts, govfcgi-binfDktRpt. pl? L 0S538850264401-L_923_0-1

v_! Go

Defendant
Jay Englehart

Deborah Bell Yates
{See above for address)
TERMINATED: 04/1 (2000

Denise LeAnne Thomas
{See above for address)
TERMINATED: 1] 82008

Lacey R. Searfoss
THOMPSON COBURN

Fress Page Down ley.

Cne TS, Bank Plaza

represented by

3t. Louts, Mo 63101

314-552-6316

Fax 314-552-7316

Email: Isearfoss@thomp sencobum. com
TERMINATED: 081 8/2006

Paul C. Evans
{See above for address)
TERMINATED: 1OV 2:2007

Joshua IN. Wortlungton
{See above for address)
LEAD ATTORNEY

AT TR TR T AT A T Ty

2:[ Done

é G Internet

Slide notes

(Note: This is a transition slide.)
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| Address :%J] https: ffecf.moed. uscourts, govfcgi-binfDktRpt. pl? L 0S538850264401-L_923_0-1

v_! Go

Jay Englehart

Defendant
Alan Blake

represented by

Joshua N. Wortlhington

{See above for address)

LEAD ATTORNEY
ATTORNEY TO BE NOTICED

Deborah Bell Yates
{(See above for address)
TERMINATED: 04/1 (r2000

Denise LeAnne Thomas

Fress Page Down ley.

{(See above for address)
TERMINATED: 1 0¥ 52006

represented by

Lacey R. Searfoss
{See above for address)
TERMINATED: 061 82000

Paul C. Evans
{See above for address)
TERMINATED: (V1 2:2007

Joshua IN. Wortlungton

{See above for address)

LEAD ATTORNEY
ATTORNEY TO BE NOTICED

Pl

2:[ Done

é G Internet

Slide notes

(Note: This is a transition slide.)
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2 Search &) | @

L
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| Address :%J] https: ffecf.moed. uscourts, govfcgi-binfDktRpt. pl? L 0S538850264401-L_923_0-1

v_! Go

A DR

Defendant

Joln Rosenboom
Dr.

TCPI LS LI s O

TFOFSIIO L¥, ¥V 0L CIOILZ eOan

{See above for address)
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

Deborah Bell Yates
{See above for address)
TERMINATED: 04/1 (¥2000

Denise LeAnne Thomas

Fress Page Down ley.

{See above for address)
TERMINATED: i¥1 52006

represented by

Lacey R. Searfoss
{See above for address)
TERMINATED: 081 82000

Paul C. Evans
{See above for address)
TERMINATED: V122007

Joshua IN. Wortlungton

{See above for address)

LEAD ATTORNEY
ATTORNEY TO BE NOTICED

2:[ Done

é G Internet

Slide notes

(Note: This is a transition slide.)
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OED Docket Repo -
. File Edit View Favorites Tools  Help ;,’
: Qback - © - N A | Psoearch & 5 : pddress ,g‘] https:fecf.moed, uscourts. govicgi-bin/DkER pt. pl? | 05588850264401-L_923_0-1 v_! GO
Dr. {See above for address) b
LEAD ATTORNEY
ATTORNEY TO BE NOTICED
Deborah Bell Yates
{See above for address)
TERMINATED: 04/ Y2008
Denise LeAnne Thomas
{See above for address)
TERMINATED: 10/ 820086
Fress Page Down ley.
Lacey R. Searfoss
{See above for address)
TERMINATED: 08182008
Paul C. Evans
{See above for address)
TERMINATED: 10/ 2/2007
Defendant
MLS.0.T.C. Members
TERMINATED: 08/31/2005
Defendant
T TVLIIC.. - v_
2:[ Done é G Internet
Slide notes

(Note: This is a transition slide.)
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File Edit \Miew Fawvorites Tools  Help

: QEak - © - [¥ 2 o] Poearch & &

| Address ﬂ_j https: ffecf.moed. uscourts, govfcgi-binfDktRpt. pl? L 0S538850264401-L_923_0-1 | ' Go

=T

Ll

SRR A LRI U/ s L2005

£
Defendant
Dy. Plullips
TERMINATED: 08/312005
Defendant
Marty Bellew Smith
TERMINATED: Q8/31/2005
Date Filed # Press Page Down key.
- 04/29/2005 1 | MOTIOW for Leave to Proceed in forma pauperis by Plantiff Larry Coffinan. (CDD, ) (Entered: 05/02/2005)
04/29/2005 2 | COMPLATNT against defendant Wfatt Blunt, Linda Meade, Jay Englehart, Alan Blake Jury Demand,, filed by Latry
Coffiman, Theodore Ginnery. (Attachments: # 1 Exhibit # 2 Crwil Cover Sheet # 3 Ongnal Filing Form# 4 Envelope)(CDD, )
(Entered: 05/02/2005)
05/02/2005 F*Complaint Letter Created. This 15 to adwise you that this office has received and filed your complaint and has assigned it
the abowve-referenced case number. (CDD, ) (Entered: 05/02/2005)
05/02/2005 F**Complaint Letter Processed (see notice of electrome filing for distnbuhion list) on Iay 2 12:00:5% CDT 2005 (admn,)
(Entered: 05/02/2005)
- 05/04/2005 3 | MEMOEANDUN AND CRDEE - IT IS HEEERY OEDERED that the Cletk of Court shall prowide each plantift with the
| ot Fnr]’__‘rls_ enttled "M atian ta Drnr‘PP_r‘__)_:g{ifhnnf Dt’PQ?_V_?_’t‘!‘_’I_P_!"If Af Cleete" and "Financial Affdset - OTA 9?1 TT T4 FITRTHER _ _Y_
»E_Ll Done é ‘ Internet
Slide notes

(Note: This is a transition slide.)
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File Edit \Miew Fawvorites Tools  Help ;ll

: Qback - © - N A | Psoearch & 5 ! Address .g_“[ https:{fecf.moed. uscourks, goviegi-bingDkERpt. pl? 10S588850264401-L_923_0-1 % aGo
u

(Entered: 05/02/2005)

05/04/2005 3 | MEMOEANDUM AND ORDEE - IT IS HEEERY OEDERED that the Cletk of Court shall provide each plaintiff with the
court forms entitled "Motion to Proceed without Prepayment of Costs" and "Financial Affidawit - CJA23" TT IS FURTHEER
ORDERED that plaintiffs shall have twenty days from the date of this Order to pay the statutory filing fee of $250.00 or for
each to submit a fully completed and signed "Wotion te Proceed without Prepayment of Costs" and "Finaancial Afidavit -
CIA23" IT IS FURTHER CEDEERED that of, within 20 days from the date of this Order, plamtffs fail to pay the filing fee or
fail to each subrmit a fully completed and singed "Motion to Proceed without Prepayment of Costs" and "Financial Affidawit -
CIA23" the case shall be distmssed, without prequdice. IT IS FURTHER OEDERED that if each plamtiff timely subamits a
"Idotion to Proceed without Prepayment of Costs" and "Fmancial Affidawit - CTAZ3" the Clerk shall cause this case to be
resubmitted to the Court for rewie b inssideandone HIAMP005. . S1gned by Judge Thomas C. Mumrmert ITT on
3/4/05. (BAE, ) (Copies of both ¢ Press Page Down key. |ent to both plamtiffs on 5/4/2005 )(BAK, ). (Entered:
05/0472005)

05/04/2005 OEDEE RECEIPT: (see receipt) Wed May 4 10:38:33 CDT 2005 (BAK, ) (Entered: 05/04/2005)

05/12/2005 6 | WMOTION for Leave to Proceed m forma paupens by Planhffs Larry Coffinan, Theodore Gmnery, (BAEK, ) (Entered:
051772005

05122005 7 | FINANCIAT AFFIDAVIT - CIA 23 by Plaintiff Theodore Ginnery. (BAK ) (Entered: 05/17/2005)

05122005 8 | FINANCIAT AFFIDAVIT - CITA 23 by Plantff Larry Coffinan. (BAK, ) (Entered: 05/17/20035)

05/16/2005 4 | Mal Returned as Undeliverable. 2ail sent to Theodore Gimery - Doc. #3 (JWOW, ) (Entered: 05/16/2005)

05/16/2005 5 | Mal Eeturned as Undeliverable. 2ail sent to Theodore Gumery - Doc. #3 (JWUW, ) (Entered: 05/16/2005)

08/31/2005 9 MEMORAWDUN AND ORDER. - IT IS HERERY OEDERED that plantiffs' motion for leave to proceed m forma

L nannenis s GRANTED TT TS FTTRTHER ORTIERED that nlaintiffa! ariainal motion to nraceed in farma nanneris 1 e _ -
El Done é G Internet
Slide notes

(Note: This is a transition slide.)
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OED Docket Repo S0 ernet Explore =1
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: Qback - © - N A | Psoearch & 5 t Bddress .g_“[ https:/fecf.moed, uscourts. govicgi-bin/DktRpt, pl? L0S588850264401-L_923 0-1 % E] GO
05/16/2005 5 | Mal Returned as Undeliverable. 3ail sent to Theodore Gunery - Doc. #3 (JWCW, ) (Entered: 05/16/2005) A
08/31/2005 9 MEMOEANDUM AND ORDER - IT IS HERERY OEDERED that plaintiffs' motion for leave to proceed in forma

pauperis 6 15 GEANTED. IT IS FURTHER OEDERED that plantiffs' onginal motion to proceed mn forma pauperis 115
DENIED as moot. IT IS FURTHEE ORDEEED that, as to plaintiffs' retaliation claims against defendants datt Blunt, Linda
Meade, Jay Englehart, Alan Blake and Dir. John Eosenboom, the Clerk shall issue process or cause process to be 1ssued
upon the amended complaint. TT IS FIURTHER CEDEERED that all rematnmng clatms set forth in the complaint and amended
complamnt are DISWMISSED, without prequdice. IT I3 FURTHEE. ORDEERED that, as to defendant Dr. Phillips, Marty
Bellew Struth and "AN M5O T C. Members" the Clerk shall not issue process or cause process to 1ssue upon the amended
complamt.. Signed by Judge Jean C. Harmlton on 8/31/05. (BAK, ) (Entered: 08/31/2005)

08/31/2005 ORDEE. RECEIFT: (zee receipt) Wed Aug 31 14:13:26 CDT 2005 (BAK, ) (Entered: 02/31/20035)
08/31/2005 10 | OFDEE. OF PARTIAL DISMISSAL pursuant to 28 TN.2.C 1215(e)(23(B) without prejudice as to defendant Dr. Phillips,
Marty Bellew Smuth and "AUN 5 O T.C. Members" Signed by Judge Jean C. Hamilton on 8/21/05. (BAE ) (Entered:
DB8/31/2005)
N8/31/2005 OERDEE RECEIPT: (zee receipt) Wed Aug 31 14:17:03 CDT 2005 (BAK, ) (Entered: 08/31/2005)
08/02/2005 Surnmons Tssued as to defendant John Rosenboom, Matt Blunt, Linda IMeade, Jay Englehart, Alan Blake (BAK ) (Entered:
09022005
089/26/2005 11 | Summons Eeturned Unexecuted as to Matt Blunt mdicating Iatt Blunt 15 not employed by MEOTC (BDC) (Entered:
092772005
09/26/2005 12 | SUMIONS Eeturned Executed Jay Englehart served on 9/20/2005, answer due 10/11/2005. (BDC) (Entered:
092712005
| Inaeaenns L 13 | STTMIMONS Retirned Frecuted Alan Rlake cerved an #9NENNS anawer due 1001162005 (RDCY (Fatered A9T2ONS | ¥
El https: feck. moed.uscourts.gov/cgi-bindshow_case_doc?d,73385,,,,,32 é & Internst
Slide notes

And now we can see document number 9, which is a Memorandum and Order.

Each document that is underlined and in blue in this docket sheet has a unique Internet address. In browser terminology, this address is referred to as a
Uniform Resource Locator, or URL. We're going to copy the URL for document number 9 and place it in our brief in Microsoft Word.
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Slide notes

(Note: This is a transition slide.)
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051672005

5 | Mal Returned as Undeliverable. 3ail sent to Theodore Gunery - Doc. #32 (JWCW, ) (Entered: 05/16/2005) A

08/31/2005 9 MEMOEANDUM AND ORDER - IT IS HERERY OEDERED that plaintiffs' motion for leave to proceed in forma
pauperis 6 15 GEANTED. IT IS FURTHER OEDERED that plantiffs' onginal motion to proceed mn forma pauperis 115
DENIED as moot. IT IS FURTHEE ORDEEED that, as to plaintiffs' retaliation claims against defendants datt Blunt, Linda
Meade, Jay Englehart, Alan Blake and Dir. John Eosenboom, the Clerk shall issue process or cause process to be 1ssued
upon the amended complaint. TT IS FIURTHER CEDEERED that all rematnmng clatms set forth in the complaint and amended
complamnt are DISWMISSED, without prequdice. IT I3 FURTHEE. ORDEERED that, as to defendant Dr. Phillips, Marty
Bellew Struth and "AN M5O T C. Members" the Clerk shall not issue process or cause process to 1ssue upon the amended
complamt.. Signed by Judge Jean C. Harmlton on 8/31/05. (BAK, ) (Entered: 08/31/2005)

08/31/2005 ORDEE. RECEIFT: (zee receipt) Wed Aug 31 14:13:26 CDT 2005 (BAK, ) (Entered: 02/31/20035)

08/31/2005 10 | OFDEE. OF PARTIAL DISMISSAL pursuant to 28 TN.2.C 1215(e)(23(B) without prejudice as to defendant Dr. Phillips,
Marty Bellew Smuth and "AUN 5 O T.C. Members" Signed by Judge Jean C. Hamilton on 8/21/05. (BAE ) (Entered:
DB8/31/2005)

N8/31/2005 OERDEE RECEIPT: (zee receipt) Wed Aug 31 14:17:03 CDT 2005 (BAK, ) (Entered: 08/31/2005)

08/02/2005 Surnmons Tssued as to defendant John Rosenboom, Matt Blunt, Linda IMeade, Jay Englehart, Alan Blake (BAK ) (Entered:
09022005

089/26/2005 11 | Summons Eeturned Unexecuted as to Matt Blunt mdicating Iatt Blunt 15 not employed by MEOTC (BDC) (Entered:
092772005

09/26/2005 12 | SUMIONS Eeturned Executed Jay Englehart served on 9/20/2005, answer due 10/11/2005. (BDC) (Entered:
092712005

| Inaeaonns | 1% | STTWIWMIONS Retirned Fxerited Alan Rlake served on Q2N02NNS answer dne 107112005 RO (Fntered: 19272005 | ¥
El https: feck. moed.uscourts.gov/cgi-bindshow_case_doc?d,73385,,,,,32 é & Internst
Slide notes

In order to copy the URL, we need to Right-Click the document number. This right-click will cause the browser to pop up a menu that contains a choice to

copy the URL.

Watch the screen and I'll do the right-click for you.
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05/16/2005 5 | Mal Returned as Undeliverable. 3ail sent to Theodore Gunery - Doc. #32 (JWCW, ) (Entered: 05/16/2005) A

08/31/2005 9 MEMOEANDUM AND ORDEER - IT IS HERERY OEDERED that plaintiffs' motion for leave to proceed in forma
auperis 6 15 GEANTED. IT I3 FURTHER OEDERED that plamtiffs' original motion to proceed i forma paupernss 1 15
Right Click " THEE. ORDERED that, as to plaintiffs' retaliation claims against defendants Wlatt Blunt, Linda
9 nu:‘%be?‘;umen lake and Dr. John Rosenboorm, the Clerk shall 1ssue process or cause process to be 1ssued
2  IT IS FURTHEE OEDEERED that all remaining claims set forth in the complaint and amended

complamt are DISMISSED, wiathout prejudice. IT I3 FURTHEE. ORDEERED that, as to defendant Dr. Phllips, harty
Bellew Struth and "AN M5O T C. Members" the Clerk shall not issue process or cause process to 1ssue upon the amended
complamt.. Signed by Judge Jean C. Harmlton on 8/31/05. (BAK, ) (Entered: 08/31/2005)

08/31/2005 ORDEE. RECEIFT: (zee receipt) Wed Aug 31 14:13:26 CDT 2005 (BAK, ) (Entered: 02/31/20035)

08/31/2005 10 | OFDEE. OF PARTIAL DISMISSAL pursuant to 28 TN.2.C 1215(e)(23(B) without prejudice as to defendant Dr. Phillips,
Marty Bellew Smuth and "AUN 5 O T.C. Members" Signed by Judge Jean C. Hamilton on 8/21/05. (BAE ) (Entered:
DB8/31/2005)

N8/31/2005 OERDEE RECEIPT: (zee receipt) Wed Aug 31 14:17:03 CDT 2005 (BAK, ) (Entered: 08/31/2005)

08/02/2005 Surnmons Tssued as to defendant John Rosenboom, Matt Blunt, Linda IMeade, Jay Englehart, Alan Blake (BAK ) (Entered:
09022005

089/26/2005 11 | Summons Eeturned Unexecuted as to Matt Blunt mdicating Iatt Blunt 15 not employed by MEOTC (BDC) (Entered:
092772005

09/26/2005 12 | SUMIONS Eeturned Executed Jay Englehart served on 9/20/2005, answer due 10/11/2005. (BDC) (Entered:
092712005

| Inaeaonns | 1% | STTWIWMIONS Retirned Fxerited Alan Rlake served on Q2N02NNS answer dne 107112005 RO (Fntered: 19272005 | ¥
El https: feck. moed.uscourts.gov/cgi-bindshow_case_doc?d,73385,,,,,32 é & Internst
Slide notes
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05/16/2005 5 | Mal Returned as Undeliverable. 3ail sent to Theodore Gunery - Doc. #32 (JWCW, ) (Entered: 05/16/2005) A
08/31/2005 & "‘O";Z"n"'“v ARTITRL A NTY ORDEE. - IT IS HEEERY ORDEEED that plaintiffs' motion for leave to proceed in forma

T —— ED. IT IS FURTHER OFRDERED that plamtiffs' original motion to proceed m forma pauperns 113

o TaeE B IS FURTHEE. ORDERED that, as to plaintiffs' retaliation claims against defendants Wlatt Blunt, Linda

Click the menu option i Target . Alan Blake and Dr. John Rosenboom, the Clerk shall issue process or cause process to be issusd
Copy Shortcut. mplaint. IT I5 FURTHEE. ORDERED that all remaining claims set forth in the complaint and amended

5SED, without prejudice. IT IS FURTHEE. CEDEERED that, as to defendant Dr. Phillips, Marty
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Slide notes

When the browser pops up the menu, notice one of the options is Copy Shortcut. By the way, in this example I'm using Internet Explorer version 6. Other
browsers have a similar capability but may use different words.

When you click Copy Shortcut, Windows will copy the URL for document number 9 to its clipboard. Click that option.
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(Note: This is a transition slide.)
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Slide notes

Now that Windows has a copy of the URL for document number 9 in its clipboard, we're done with the docket report and we can close the browser's
window. Click the close button.
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dismisging their Complaint, filed on April 29, 2005, under 42 U.S.C. § 1983.

,}, Coftman and Gunery’s Conplaint alle ged that 1) thew confinement at MISOTC
constitutes pumshment and 1s unconstitutional, 2) the treatment provided to sex offenders at
MSOTC is inadequate, and 3) MSOTC staff retaliated agamst them for filing lawsuits by giving

them negative therapeutic evaluations and intercepting or delaying the delivery of thewr mail.
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Slide notes

Now we've switched over to Microsoft Word and are editing our brief. In this lesson we're using Word version 2002, but Word 2003 works in a similar way.

We have also installed Adobe Acrobat Professional on our computer. This will enable us to convert this document to a PDF file that will retain the hyperlink
we are going to add.

In the text of our brief, we refer to document number 9 in the District Court case. In order to make the text Doc. No. 9 into a hyperlink to the actual
document, we must first select the text that will become the hyperlink. There are several ways to select text in Word. We'll use the Click - Shift Click
method. This means to click the mouse at the beginning of the text to be selected, then hold down the shift key and click at the end of the text to be
selected. All text between the click and the shift click will be

selected.

Point your mouse at the beginning of the text to select and click once.
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Now hold down the

SHIFT key and click once at the end of the desired text.
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,}, Coftman and Gunery’s Conplaint alle ged that 1) thew confinement at MISOTC
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them negative therapeutic evaluations and intercepting or delaying the delivery of thewr mail.
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Word now selects the text.

Now we can tell Word to create a hyperlink for the selected text. To do so, click the Insert menu item.
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(Note: This is a transitional slide.)
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From the drop-down menu, select Hyperlink ...
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An Insert Hyperlink dialog box opens. We're going to paste the URL that Windows copied to the clipboard earlier into the Address field. Like selecting text,
there are several ways to paste the clipboard contents. We'll use the keyboard shortcut keystroke of CTRL+V. The URL will be pasted into the Address

field. Hold down your control key and type the letter V.
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Slide notes

And Windows pastes the URL into the Address field.

The URL we just pasted is to the first page of document number 9 in the District Court case. It is possible to create a hyperlink to a specific page in the
document instead of the first page. For example, if you wanted to refer to page 6 of document number 9, you would take an extra step here. You would
add ?page=6 to the end of the URL for the page number. We'll leave it at the first page in this lesson.

Now, click the OK button.
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Microsoft Word has now created a hyperlink for the text we had selected. Notice the text now appears underlined and is blue.
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- dismissmg their _ Apnl 29, 2005, under 42 U.S.C. § 1983.

r}, Coftman and Ginnery’s Conyplaint alle ged that 1) thewr confinement at MSOTC

constitutes punishment and is unconstitutional, 2) the treatment provided to sex offenders at
MSOTC is inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and mtercepting or delaymg the delivery of thewr mail.

- (Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District
Court for the Eastern District of Missouri, Jean C. Hamlton, dismissed all of Coffinan and
Ginnery's claims except for their alle gation of retaliation. (Doc. No. 9 On March 15, 2006,

Magistrate Judge Thomas C. Mununert, IIT granted Missouri Governor Matt Blunt’s Motion to

P -

Dismiss on the grounds that the Conplamt lacks any alle gation that lus acts were the cause of
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We are now going to convert this Word document to a PDF file. In order to do that, we must have the Adobe Acrobat writer (or other similar) software
installed on our computer.

In order for the PDF file to maintain the hyperlink we just created, we can't use the method where you select File, Print, then Adobe PDF as the printer.
This method will create a PDF file, but the hyperlink will not be a working hyperlink. Instead, we will use the Adobe PDF option in the menu. This option is
added to the Word menu when you install the Adobe Acrobat writer software.

To begin the process, click Adobe PDF in the menu.
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r}, Coftman and Ginnery’s Conyplaint alle ged that 1) thewr confinement at MSOTC
constitutes punishment and is unconstitutional, 2) the treatment provided to sex offenders at
MSOTC is inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and mtercepting or delaymg the delivery of thewr mail.

- (Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District
Court for the Eastern District of Missouri, Jean C. Hamlton, dismissed all of Coffinan and
Ginnery's claims except for their alle gation of retaliation. (Doc. No. 9 On March 15, 2006,

Magistrate Judge Thomas C. Mununert, IIT granted Missouri Governor Matt Blunt’s Motion to
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(Note: This is a transition slide.)
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MSOTC is inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and mtercepting or delaymg the delivery of thewr mail.

- (Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District
Court for the Eastern District of Missouri, Jean C. Hamlton, dismissed all of Coffinan and
Ginnery's claims except for their alle gation of retaliation. (Doc. No. 9 On March 15, 2006,

Magistrate Judge Thomas C. Mununert, IIT granted Missouri Governor Matt Blunt’s Motion to
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Now, click Convert to Adobe PDF.
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them negative therapeutic evaluations and mtercepting or delaymg the delivery of thewr mail.

% (Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District
Court for the Eastern District of Missouri, Jean C. Hamlton, dismissed all of Coffinan and
Ginnery's claims except for their alle gation of retaliation. (Doc. No. 9 On March 15, 2006,
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A Save Adobe PDF File As dialog opens. You may change the Save in folder if desired, and you may change the name of the file if desired. We will leave

both of these as they are. Simply click the Save button.
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r}, Coftman and Ginnery’s Conyplaint alle ged that 1) thewr confinement at MSOTC
constitutes punishment and is unconstitutional, 2) the treatment provided to sex offenders at
MSOTC is inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and mtercepting or delaymg the delivery of thewr mail.

- (Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District
Court for the Eastern District of Missouri, Jean C. Hamlton, dismissed all of Coffinan and
Ginnery's claims except for their alle gation of retaliation. (Doc. No. 9 On March 15, 2006,

Magistrate Judge Thomas C. Mununert, IIT granted Missouri Governor Matt Blunt’s Motion to
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«°»|_{._._

Taffian and Chonem o mmnmeae (Tine Na 200

IBEIZZ—-ﬂ »

Draw~ [p  AumShapes= ™. a DDA,[ i 1 &'ivévf By .
Page 1 Sec 1 i1 Ak 52" Ln 12 Col 75
Slide notes

And the PDF file is created, with the hyperlink to the document filed in the District Court case. Before we file the PDF version of our brief with the Court,
we'll make sure the hyperlink works properly. We'll do that next.
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Appellants Larry Coffman and Theodore Ginnery are confined in Missouri Sexual =

Offender Treatment Center. (Doc. No. 2). Coffiman and Ginnery appeal from an order
dismissing their Complaint, filed on April 29, 2005, under 42 US.C. § 1983.

Coffman and Ginnery’s Complaint alleged that 1) their confinement at MSOTC
constitutes punishment and is unconstitutional, 2) the treatment provided to sex offenders at
MSOTC 1s inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and intercepting or delaying the delivery of their mail.

(Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District

Court for the Eastern District of Missouri, Jean C, Hamilton, di.tRoll over the hyperlink, ]1d

Ginnery’s claims except for their allegation of retaliation. | (Dog,Ng, 9). [In March 15, 2006,

Magistrate Judge Thomas C. Mummert, Il granted Missouri Governor Matt Blunt's Motion to

Slide notes

We've now opened the PDF version of the brief and moved to the page that has our hyperlink. We're going to test the hyperlink to make sure it links to the
correct document in the District Court case before we file it in the Appellate Court.

By the way, notice that I've changed the name of the PDF file to simply Brief.pdf.

Also, note that a user may not have access in CM/ECF to the referenced document if it is under some user access limit, such as a sealed docket entry or a
sealed document.

First, move your mouse pointer to the hyperlink.
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Appellants Larry Coffman and Theodore Ginnery are confined in Missouri Sexual =

Offender Treatment Center. (Doc. No. 2). Coffiman and Ginnery appeal from an order
dismissing their Complaint, filed on April 29, 2005, under 42 US.C. § 1983.

Coffman and Ginnery’s Complaint alleged that 1) their confinement at MSOTC
constitutes punishment and is unconstitutional, 2) the treatment provided to sex offenders at
MSOTC 1s inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and intercepting or delaying the delivery of their mail.

(Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District

Court for the Eastern District of Missouri, Jean C. Hamilton, dis  Click the hyperlink. ]1d

Ginnery’s claims except for their allegation of retaliation. (Doc. No. 9). On March 15, 2006,

: 7 : . |hthos: fecf.moed. uscourts, gov fcgi-hindshow _case_doc?d, 73
Magistrate Judge Thomas C. Mummert, Il granted Missouri (nggtg“”gg T

Slide notes
As your mouse hovers over the hyperlink, Adobe Acrobat displays the URL. Now click the hyperlink.
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Appellants Larry Coffman and Theodore Ginnery are confined in Missouri Sexual

Offender Treatment Center. (Doc. No. 2). Coffman and Ginnery appeal from an order

dismissing thei : :
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of their mail.
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(Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the Uniled States District

them negative
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Court for the Eastern District of Missouri, Jean C. Hamilton, dismissed all of Coffman and
Ginnery’s claims except for their allegation of retaliation. (Doc. No. 9). On March 15, 2006,

Magistrate Judge Thomas C. Mummert, Il granted Missouri Governor Matt Blunt's Motion to

Slide notes

Acrobat shows us a Security Warning. Since we trust the District Court web site, click the Allow button.
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Appellants Larry Coffman and Theodore Ginnery are confined in Missouri Sexual =

Offender Treatment Center. (Doc. No. 2). Coffman and Ginnery appeal from an order
dismissing their Complaint, filed on April 29, 2005, under 42 US.C. § 1983.

Coffman and Ginnery’s Complaint alleged that 1) their confinement at MSOTC
constitutes punishment and is unconstitutional, 2) the treatment provided to sex offenders at
MSOTC 1s inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and intercepting or delaying the delivery of their mail.
(Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District
Court for the Eastern District of Missouri, Jean C. Hamilton, dismissed all of Coffman and
Ginnery’s claims except for their allegation of retaliation. (Doc. No. 9). On March 15, 2006,

Magistrate Judge Thomas C. Mummert, Il granted Missouri Governor Matt Blunt's Motion to

Slide notes

(Note: This is a transition slide.)
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ECF/PACER Login - Eastern District of Missouri (LIVE)

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the US. Code. All activities and
access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. Ifyou do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
onling at http:Apacer psc uscourts gov or call the PACER Service Center at (5003 676-
6356 or (210) 301-6440.

An access fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the United States, will be assessed for access
to this service. Allinguiries will be charged to your PACER account. If you do not need
filing capabilities, enter your PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long.

Click the down arrutg

»

[ Y PO St -

»E_Ll Done é ‘ Internet

Slide notes

Our browser opens and loads the login page for the District Court's web site. In order to view the document, we must enter our PACER account login and
password. Normal PACER billing charges will apply.

To login, click the down arrow in the scroll bar.
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Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp Apacer psc uscourts gov or call the PACER Service Center at (800) 676-
6356 or (210) 301-6440.

Anaccess fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the United States, will be assessed for access
to this service. Allinguiries will be charged to your PACER account. If you do not need
filing capabilities, enter your PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long.

Type at1878, then press TAB.
Authentication

Login: L

. - Try again, then
Password: | ] press TAB.
client code: .

Pl

»EI Done

é ‘ Internet

Slide notes

Remember, both the login and password fields are case sensitive, so be sure to enter them in upper or lower case exactly as they were assigned to you.

In the login field, enter "at1878", then press the TAB key.
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Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp Apacer psc uscourts gov or call the PACER Service Center at (800) 676-
6356 or (210) 301-6440.

Anaccess fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the United States, will be assessed for access
to this service. Allinguiries will be charged to your PACER account. If you do not need
filing capabilities, enter your PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long.

Authentication Type abrg!14g, then click
Login: j:at'i'a'ﬁ":'__ : the Lugin“t_:)utton_

Pazsword:

Try again, then click |
the Login button. [

Pl

»EI Done

é ‘ Internet

Slide notes

In the password field, enter "abrg!14g", then click the Login button.
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|ﬂ IE'] ,; 2~ Search 49 = | Address ﬂ_j https:}/ecf.moed. uscourts. gov cgi-bingshow_case_doc?9, 73385, ,,,,32 v ' Go

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp Apacer psc uscourts gov or call the PACER Service Center at (800) 676-
6356 or (210) 301-6440.

Anaccess fee of $.08 per page (rate increase effective January 1st,2005), as
approved by the Judicial Conference of the United States, will be assessed for access
to this service. Allinguiries will be charged to your PACER account. If you do not need
filing capabilities, enter your PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long.

Authentication
Lagin: |at1878
Password: ii.-...-.":

client code: |

»E_Ll Opening page https: ifeck moed.uscourts.govy cgi-binfshow_case_doc?d, 73385, ,,,,32... é & Internst

Slide notes

(Note: This is a transition slide.)
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! QBack - EYE W FPoearch 8 ! Address :@ https: fecf . moed. uscourks, govyicgi-bingshow_case_doc?®, 73385,,,,,32 V! G0

The document you requested is 7 pages. There is no charge for wiewing opinions.

[ Yiew Document ]

Click the View
Document button.

GE:I Done é G Internet

Slide notes

Since the document we're linking to is considered an opinion, there will be no PACER access fee for this document.

Click the View Document button.
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The document you requested is 7 pages. There is no charge for wiewing opinions.

é G Internet

GE:I Start downloading From site: htbps:/fecf, moed.uscourts.gov/cgi-bin/show_case_doc?9,73335,,,,,32,1
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(Note: This is a transition slide.)
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2 | https:ffecf.moed. uscourts.gov/cgi-bin/show_case doc?9,73385,,,,,32,1 - Microsoft Internet Explorer g@
Flle Edit GoTo Favoriees  Help -4

Qback - ) [H A B Psearch & 5 | ixddress | @] hittps:fecf. moed.uscourts.govfcgi-binjshow_case_doc?3,73 C|0§|ii9cmﬁ$€gg(w oy
BAEAD &S e[ B & & ®[ne] i Ao BP0 '
A
Case 4:05-cv-00698-TCM  Document 9 Filed 08/31/2005 Page 1of 7 :
UNITED STATES DISTRICT COURT
EASTERN DISTRICT OF MISSOURI
EASTERN DIVISION
LARRY COFFMAN, et al., )
Plaintiffs, :
v : No. 4:05-CV-698-TCM
MATT BLUNT, et al., :
Defendants. :
= ORDER AND MEMORANDUM
“
&] Dare 5 & Urknown Zone

Slide notes

The PDF document for the Order and Memorandum opens and we can verify that this is indeed the document we wish to reference in our brief.

Close the browser window by clicking the X.
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# Brief.pdf - Adobe Acrobat Professional EJ['E

File Edit View Document Comments Forms Tools  Advanced  Window Help

5 _:J_b Create PDF - @ Combine Files = @ Expaort - Q Start Meeting ~ ﬁ Secure T f Sign ~ @ Farms = _:':? Reviewy & Commert = Close the window by
= = — — 1 e T T clicking the X.
= NS RO AR o RIS = N I

Appellants Larry Coffman and Theodore Ginnery are confined in Missouri Sexual =

Offender Treatment Center. (Doc. No. 2). Coffiman and Ginnery appeal from an order
dismissing their Complaint, filed on April 29, 2005, under 42 US.C. § 1983.

Coffman and Ginnery’s Complaint alleged that 1) their confinement at MSOTC
constitutes punishment and is unconstitutional, 2) the treatment provided to sex offenders at
MSOTC 1s inadequate, and 3) MSOTC staff retaliated against them for filing lawsuits by giving
them negative therapeutic evaluations and intercepting or delaying the delivery of their mail.
(Doc. No. 2). On August 31, 2005, under 28 U.S.C. § 1915(e) review, the United States District
Court for the Eastern District of Missouri, Jean C. Hamilton, dismissed all of Coffman and
Ginnery’s claims except for their allegation of retaliation. (Doc. No. 9). On March 15, 2006,

Magistrate Judge Thomas C. Mummert, Il granted Missouri Governor Matt Blunt's Motion to

Slide notes

We have now verified the hyperlink we have created in our brief is accurate. We can now close our brief and proceed to file it electronically in CM/ECF.

Close the Acrobat window by clicking its close button.

Page 56 of 58



Cross DocumentHyperlinks Word2002 Thursday, August 14, 2008

Slide 57 - Summary

Summary

You should nov
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This concludes the lesson. In summary, these are the things you should now be able to do.

You can end the lesson by clicking the Exit button, or by selecting Exit the Lesson from the menu. You can also use the navigation controls to return to any
desired section of this lesson.
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Thanks for taking the lesson. Goodbye.
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